

Formatting Text

Some Examples of Different Fonts


This font is Times New Roman
This font is Comic Sans MS


This font is Arial
This font is Rockwell Extra Bold

Some Examples of Font Sizes


This font is size 12
This font is size 18


This font is size 24
This font is size 9

Some Examples of Font Styles


bold
underlined
 italics
UPPERCASE
Alignment
This text is left aligned.

This text has been centred.

This is right aligned.

It is also possible to use different alignment for paragraphs.  This paragraph is an example of using left alignment.  This means that the text is aligned with the left margin, so the left side is completely straight or justified.  However, the right margin is not straight, this is called unjustified or ragged. 

This paragraph has been centred, which means that neither the left margin or the right margin are straight, the text has been aligned from the centre of the page, with each line being equal distance from the left and right margins.
This is an example of using right alignment.  As you can see, the text has been aligned with the right margin, so the right margin is straight, or justified.  The left margin is unjustified, or ragged.  This is the opposite of left alignment.

The alignment used in this paragraph is justified (sometimes this is called fully justified).  This means that both the left and right margins are straight.  You will notice that some of the spaces in between the words are larger than others.  This is because some lines of text contain more letters, or characters, than others so they have to be spread out across each line to ensure that both margins are kept even.  However, the last line of a paragraph is not aligned as there may only be a couple of words on the last line - it would look rather odd if it were stretched across to align with the right margin! 
Formatting Paragraphs
This paragraph has a first line indent.  It is called a first line indent because, as you can see, the first line of text has been indented in from the left margin but all the other lines in the paragraph are aligned with the left margin.  
This paragraph has a hanging indent.  It is called a hanging indent because, as you can see, the first line of the paragraph is aligned with the left margin and all the other lines in the paragraph have been indented so it looks as if all these lines are hanging from the first one.  This is the opposite of a first line indent.
This paragraph has a left and right indent.  This means that both the left and right margins have been increased, so the line length of the text is smaller than on the previous paragraphs.  In this example the text has been indented by 3 cm from each margin.
It is also possible to change the line spacing in a document.  Generally we use single line spacing which looks like this.  There is no space in between each line of a paragraph, but you should leave a clear line space in between each paragraph.

This paragraph has been set in double line spacing.  This means that there is a clear line space in between each line.  You would probably use this option if you were typing a manuscript or a draft document where you wanted to make handwritten changes to the text.  This would make it easier to edit.

This paragraph has been set in 1.5 spacing.  This means that it is in between single and double line spacing, ie the gap is larger than single line spacing but smaller than double line spacing.  If you look closely you will see the difference between this paragraph and the one above.

In this example the text has been formatted into three columns.  The text within each column can be formatted in different 

ways (ie left aligned, fully justified) just like individual paragraphs.  Columns are most commonly used for 

producing articles in newspaper format, or data within a table, possibly with gridlines.

This is an example of a numbered list:

Popular Microsoft Software Packages

1. Word

2. Excel

3. Access

4. Power Point

This is an example of a bulleted list:

Input Devices
· Mouse

· Keyboard

· Scanner
Editing Text
It is very easy to copy text in a document, either to another part of the same document or to a different one.  The correct term for this is Copy and Paste.

It is also possible to move text from one part of a document to another.  This is called Cut and Paste.

To replace a word which appears once, or even several times, within a document with a different word is called Find and Replace.

Headers and Footers 
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This is a footer
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Tabs 
The following is an example of using tabs to align text:

Tab position set:
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Tabs can be set in different positions:
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Tables
This is an example of a table with 2 columns and five rows:

	Name
	

	Address 1
	

	Address 2
	

	Address 3
	

	Telephone
	
	E-mail:


In this column the text is left aligned

Here the last cell has been split to form two columns

Using Graphics in Word Processing
There are different ways of positioning graphic images within a document.  Here are some examples:

Behind text


This is an example of an image 


of a computer positioned behind the text
Text wrapped tightly around the image

In this example, you can see that the text is wrapped tightly around the image, rather than being in front of the image or behind it.  This means that the text is very close to the edges of the image and is curved around it. Compare it to the image underneath. 
Text wrapped squarely around the image
In this example, the format of the image has been changed. If you look closely you will see that the text has been wrapped more squarely around the image rather than tightly like the previous image.

If an image has been ‘cropped’ this means that parts of the image have been cut off:





It is also easy to change the size of an image:




Clicking and dragging the handle at X will change the width of the image.

Clicking and dragging the handle at Y will change the height of the image.

Clicking and dragging the handle at Z will resize the image, keeping it in proportion.

X





Y





Z








© Elaine Watson
Huddersfield New College

